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3-1.100 Organization -- Introduction

Title 3, Executive Office for United States Attorneys, contains Executive Office policy, and isto be used
with the United States Attorneys Administrative Procedures Handbook, and the Orientation Manual for United
States Attorneys.

3-1.120 Responsibilities

The Director of the Executive Office for United States Attorneys (EOUSA) provides oversight, executive
assistance and operationa support to the United States Attorneys offices (USAOs) and to the Attorney General's
Advisory Committee of United States Attorneys, and coordinates the relationship between the United States
Attorneys and the components of the Department of Justice and other agencies. The Director isassisted by a
Principal Deputy Director, Principal Associate Director and a Deputy Director for Operations. For a more
detailed discussion of the organizational units of the EOUSA, see the EOUSA Resource Manual at 1.

3-1.200  Prior Approval Requirements
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53-2.170; *To recuse froma case, notify the Legal Counsel, EQUSA, and 5
52.171 *as appropriate, consult with the relevant litigating Divisions
5 *or USAO that is handling the case. Approval is required by 5
5 *t he Deputy Attorney General. Consult with the Legal Counsel, 5
5 *EQUSA, before requesting the assistance of other USAGs to 5
5 *handl e the matter for which recusal is sought. 5
K))))))))))))))3)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))M
53- 2. *To appoi nt or renpve an Assistant United States Attorney. 5
5 *Aut hority to appoint an Assistant United States Attorney 5
5 *rests with the Director, OAPM Authority to renove an 5
5 *Assistant United States Attorney rests with the Director, 5
5 *EQUSA. 5
K))))))))))))))3)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))M
53- 2. *To appoint private attorneys as Special Assistant United

5 *States Attorneys pursuant to 28 U.S.C. § 543, conpensated or 5
5 *not, approval is required by EOUSA. 5
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53-4. 213 *The Director, EOUSA is responsible for administering the 5
5 *SAUSA program and Special Attorney (SA) program Cross 5
5 *desi gnation of State and Local attorneys and Assistant Uniteds
5 *States Attorneys, and appoi ntnent of Special Attorneys 5
5 *or Private Attorneys as SAUSAs, nust be authorized by the 5
5 *EQUSA. See Administrative Procedures Handbook. 5
K))))))))))))))3)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))M
53- 4. *Prior to requesting temporary appointnents and extensions, 5
5 *approval is required from Personnel Staff, EOUSA. Requests 5
5 *for tenporary work year allocations nust be justified in 5
5 *writing and subnmitted to the attention of the Deputy Directors
5 *for Financial Management, EOUSA. 5
K))))))))))))))3)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))M
53-4. *Di stricts that do not have del egated personnel authority can 5
5 *make no comm tnent to an applicant prior to conpletion of thes
5 *certification process and approval of the Personnel Staff, 5
5 *EQUSA. Districts that do not have del egated personnel 5
5 *aut hority must obtain approval of Personnel Staff to nake 5
5 *appoi nt ment s. 5
K313311111133333)311133331331313131313131313131313131313131313131313131313131313131313131313131313I31311111IIIIII))DM
53-4. 334( A *Subj ect to case-by-case approval of Assistant Director, 5
5 *Personnel, United States Attorneys are authorized to 5
5 *establish a sabbatical program 5
K313321311133333)31111111311313131131313131313131313131313131313131313131313131313131313131313131I313131113IIIIIXII))))DM
53-4. 334(B) *To cross designate a federal prosecutor as a State or Local 5
5 *Prosecut or, approval is required from Assistant Director, 5
5 *Per sonnel Staff, EOUSA. Appointnents are subject to sone 5
5 *security restrictions. 5
K>1331133333333331333331333313313131313131313131313131313131313131313131313131313131313131313131311I111IIIXII)I))DM
53-4. 335 *No promi se or guarantee of placenent into a position should 5
5(B2) *be made without the approval of the servicing personnel 5
5 *of fi ce. 5
K333313333333333333333313333333313333333331333313133333331313133313131313131133331313)))IIIDM
53-4. 335 *Subj ect to prior approval of the servicing personnel office, 5
5(C7) *time-limted pronotions nade for | ess than five years may be 5
5 *extended up to five years fromthe effective date of the 5
5 *initial time-limted pronotion. 5
K>13311333333333)3111111111311131313131313131313131313131313131313131313131311313131313131313111II1II11IIXIXII)I))DM
53-4. 335 *The area of consideration for positions at the GS-13 | evel 5
5(J3) *and above may be narrowed, subject to case-by-case approval 5
5 *of the Assistant Director, Personnel Staff, EOUSA. 5
K))))))))))))))3)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))M
53-4. 335 *Wai vers to obtain rel ocati on expenses for new enpl oyees and 5
5(K) *transferring enpl oyees are to be directed to the Deputy 5
5 *Di rector, Financial Managenment Staff. See also USAM 3-8.800.5
K))))))))))))))3)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))M
53-4.511 *To request exception to workyear ceilings in each enploynent 5
5 *category (Assistant United States Attorney, paral egal, 5
5 *support staff, students), for each type of appropriation, 5
5 *approval is required by Deputy Director for Financial 5
5 *Managenent, EOUSA. 5
K))))))))))))))3)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))M
53- *Unl ess an exception is granted by the Director, EOUSA only 5
5 *United States Attorneys may sign their own T&A reports, as 5
5 *as certifying officer. 5
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53-4. 630 *To request nore that 52 weeks of LWOP, approval is required 5
5(1) *from Di rector, EOUSA. This approval does not apply to 5
5 *actions related to matters involving the Ofice of Wirrkers' 5
5 *Conpensati on. 5
K321333333333333)11111333333131313131313313131313131311313131313131313131313131313131313131313131311I1IIIIIII))DM
S5EQUSA *Training requests for United States Attorneys require 5
5Resour ce *aut hori zation by the Director, EOUSA 5
5Manual at 16 = 5
K33233133333333331113331133333131311313131313131313131311313131313131313131313131313131313131311I111IIIIXIXI))))DM
53-7.340 *United States Attorneys nust seek additional funding for the 5
5 *Enmer gency W tness Assistance Program (EWAP), fromthe 5
5 *Assi stant Director, LECC/VWstaff, EOUSA. Requests for fundss
5 *fromthe Victinse of Crinme Fund should be sent directly to thes
5 *directly to the Ofice for Victins of Crine. 5
K312331133333333)313333113333131313131313131131313131313131313131313131313131313131313131313I3131311I11IIIIDI)II))DM
53-8. 130 *Expendi tures and obligations under the Anti-Deficiency Act 5
5 *set forth at USAM 3- 8.130. To obligate the governnment to 5
5 *expend funds beyond districts' litigation budget, approval is5
5 *requi red from EOUSA. 5
K3123331333333331111111113131313113131313131313131313131313131313131313131313131313131313131313131311I111IIIIIIII)DM
53-8. 210 *Upon approval of the Deputy Director, Financial Managenent 5

*Staff, authorization can be obtained to pay for the services 5
*of interpreters and stenographers if none are available in 5
*an enbassy or consulate. The Ofice of International Affairss
*in the Crimnal Division should be consulted in the case of
*depositions to be taken in the U.S. at the request of a
*foreign court. If foreign witnesses are to be exam ned on
*the premi ses of the diplomatic or consul ar nission,
*arrangenments shoul d be made in advance with the Speci al
*Aut hori zation Unit, JMD, to provide advance authority to the
*consul ar official to reinburse these witnesses in the sane
*manner as those appearing in federal courts.
2323333333333333333333333333333333313131333313331313133313131313131333313131311333311311)))
3-8.232 *To serve subpoena on Anerican citizens residing abroad,
*contact the O fice of International Affairs, Crimnal
*Division, or Office of Foreign Affairs, G vil Division.
*To obtain testinmony of foreign nationals residing
*abroad, contact O fice of International Affairs, Crimnal
*Di vision, or Ofice of Foreign Affairs, Civil D vision.
))))))))))))))3)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))M
. *Revocation of an existing or nonination of a newcertifying 5
*of ficer requires approval of the Deputy Director, Financial 5

mmgxmmmmmmxmmmmmmmmmmm
gouoooaan=2aaaoaoaaoaa

*Managenent Staff. 5
K>113231333333331311333111311311313131313113131313131313131313131313131313131313131313131313131313131I111IIIIIII))DM
53-8. 730 *Al'l official foreign travel for enployees occupying Executives
5 *Schedul e and SES positions requires approval of Deputy 5
5 *Att orney General. 5
K312313333333333)33333333313331311313131313131313131311313131311313131313131313131313131313131313111I1IIIIII))DM
53-8. 740 *Requests for first-class travel requires approval of Deputy 5
5 *Di rector, Financial Managenment Staff. 5
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53- 8. 800 *Requests for relocati on expenses requires approval of Deputy 5
5 *Di rector, Financial Managenment Staff. 5
K312331133333333)33333333333113113313131113131313131313131313131313131313131313131313131313131311111I1I1IIIIII)DM
53-8. 900 *Request to hold LECC asset forfeiture training funded from 5
5 *Asset Forfeiture Fund requires approval of LECC/ VW Staff, 5
5 *EQUSA. 5
K))))))))))))))3)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))M
53- 8. *To seek authorization for a working neal at a district 5
5 *conference requires approval of Deputy Director, Financial 5
5 *Managenent, EOUSA. 5
K321133333333333)3333333333331311313113131313131313131313131313131313131313131313131313131313131311111IIIIIII))DM
S5EQUSA *To request printing of official court instruments, contact 5
5Resour ce *Printing/Procurenent Unit, JMD, and Assistant Director, 5
ShManual at *Facilities Managenment and Support Services Staff, EOUSA. 5
5113 *f the need is recurring, a DOJ-2 should be submitted to 5
5 *EQUSA requesting a contract. 5
K>12231113333333)31133333333131313131313131313131313131313131313131313131313131313131313131313131313111IIIIIIIII))DM
53-13. 232 *To use forfeited property for official use, request nust be 5
5 *submtted to the Assistant Director, Facilities Managenent 5
5 *and Support Services, EOQOUSA. 5
K311233113333333)3333333133331331313131313131313131313131313131313131313131313131313131313131311311111IIIIIIII)DM
53-13. 530 *For enpl oyees engaged in field work who need to obtain home 5
5and EQUSA *to work transportation by governnent passenger carrier, 5
5Resour ce *approval is required by the Attorney General, through the 5
S5hManual at *Assistant Director, Facilities Managenent and Support 5
5130 *Servi ces, EOUSA. 5
K>31331113333333)1333331333131313113131313131313131313131311313131313131313131313131313131313131311111IIIXIII)))DM
53-14.100; *To acquire, relocate, or release space requires approval of 5
514. 111 *Assistant Director, Facilities Managenent and Support 5
5 *Servi ces, EOQUSA. See al so USAM 3-13. 100. 5
K))))))))))))))3)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))M
53-15. 16 *To subnmit urgent reports about significant events or events 5
5 *of nedia interest or concern to the Attorney General and 5
5 *Deputy Attorney General, follow instructions set forth at 5
5 *USAM 3-15. 160. Such events include bonb threats which 5
5 *directly involve a USAO threats agai nst USAO personnel, and 5
5 *any natural or man nade emergency which affects the 5
5 *conti nued operation of an office. The urgent report 5
5 *procedures should also be followed for comunicating 5
5 *si gni fi cant devel opnents to the Departnment of Justice in new 5
5 *or pendi ng i nmportant cases. For exanple: 5
5 * 1) Where a Justice Department litigating division has 5
5 *assumed responsibility for a case -- one week advance notice 5
5 *shoul d be provided to the appropriate supervi sor whenever a 5
5 *maj or case devel opment can be anticipated. A supervisor 5
5 *supervi sor shall imediately report such information to the 5
5 *appropri ate Assistant Attorney General. Upon receipt of the 5
5 *urgent report, the Assistant Attorney General shall notify 5
5 *notify the Associate Attorney General, when appropriate, the 5
5 *Deputy Attorney General and the Attorney General . 5
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53-15. 160 * 2) In cases where the USAO controls litigation, 5
5cont'd *comuni cation of major devel opnents should be made to the 5
5 *t he EQUSA as soon as possible, and where the devel opnment can 5
5 *can be controlled, at |east one week in advance. An urgent 5
5 *urgent report is required even where verbal notice has been 5
5 *been given. EOQOUSA shall assune responsibility for further 5
5 *further dissem nation of the Urgent Report. 5
5 * 3) In cases where the USAO and DQJ litigating division 5
5 *are jointly involved in litigation, the USAO should report 5
5 *shoul d report nmj or devel opnents to the EOUSA via the email 5
5 *via the email Urgent Report system Verbal discussion with 5
5 *litigating division is no substitute for this responsibility.5
5 * 4) Suggested criteria for determ ning what are nmjor 5
5 *devel opments are: 1) inplications cutting across several 5
5 *f ederal agencies; 2) large nonetary liability at issue; 5
5 *3) State or |ocal governnent unit as a party; 4) involvenent 5
5 *of some aspect of foreign relations; 5) high Iikelihood of 5
5 *coverage in news nedia, or Congressional interest; and 6) anys
5 *serious challenge to Presidential authority or national 5
5 *security concerns. See 3-18.200. 5
K311331313333333)31331133133131131313131313131131313131313131131313131313131313131313131313131313131111IIIIIIII)DM
53-15.170 *The Deputy Attorney General (DAG may authorize the 5
5 *appoi nt ment of United States Attorneys and Assi stant 5
5 *United States Attorneys as Special Deputy United States 5
5 *Marshals to enable themto carry firearnms in accordance with 5
5 *the 1988 DQJ policy pertaining to the carrying of firearns 5
5 *by United States Attorneys and Assistant United States 5
5 *Attorneys. Follow instructions set forth in the EOUSA 5
5 *Resource Manual at 132. 5
K))))))))))))))3)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))M
53-18. 100 *Al'l non GAO surveys, questionnaires, requests for

5 *i nformati on, should be submitted to Geralyn Dowing, Ofice 5
5 *of the Director, Financial Managenment Staff, EOUSA, for 5
5 *coor di nati on. 5
K>122311133333333133333333331313311113131313131311313131313131313131313131313131313131313I31311111IIIIIII)DM
53-18.120 *| f contacted by GAO, another conponent of the Departnment, or 5
5 *anyone el se concerning a GAO visit, contact the Counsel to 5
5 *Counsel to the Director, EOUSA. 5
K332131113333333313333333331313313313131313131313131313131313131313131313131313131313131313I313131I11I1I11IIIII)II)DM
53-18. 200 *Urgent Reports Procedures are set forth at USAM 3-18. 200. 5
5 *See al so USAM 3-15. 160. 5
K31213111333333331333313313313131313131313131313131313131313131313131313131313131313131313131313131111I1IIIIIII)DM
53-19.123 *Unusual witness expenses such as babysitting fees, anbul ance 5
5 *servi ce or high seasonal accommodati ons, which cannot be 5
5 *be absorbed from wi tness al | owances, require approval . 5
5 *Speci al Authorizations, Witten Request: Form OBD-47, 5
5 *"Request, Authorization and Agreement for Fees and Expenses 5
5 *of Wtnesses and Alternative Dispute Resolution Neutrals for 5
5 *Fees and Expenses of Wtnesses." 5
K312131113333333)3333333333331313131313131313131313131313131313131313131313131313113131313131313131131I11I1IIIIII)DM
53-19. 125 *For paynment of fees and expenses for witnesses during |apse 5
5 *of appropriation, see the EOUSA Resource Manual at 144. 5
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53-19. 310; * 5
5 19. 320 *For witnesses residing outside of the United States, contact 5
5 *the OFfice of International Affairs (OA) prior to 5
5 *contacting United States citizens and Alien residents who 5
5 *are in foreign countries and whose status as United States 5
5 *inmigrants is unchanged. Since foreign nationals residing in5
5 *the foreign countries are not subject to the subpoena power 5
5 *of U. S. courts, their attendance can be obtained only on a 5
5 *on a voluntary basis. Obtaining testinmony from foreign 5
5 *nationals is often a delicate matter, and care nust be taken 5
5 *to avoid offending the sovereignty of the foreign country 5
5 *i nvol ved. 5
K))))))))))))))3)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))M
53-19 *The Office of International Affairs, Crimnal Division, or 5
5 *Office of Foreign Litigation, Civil Division should be 5
5 *be consulted in the case of depositions to be taken in the 5
5 *United States at the request of a foreign court. 5
K3321313331333333333333333333333333333133133331313333331313133331313131313113333111))IIIIM
53-19. 851 *Psychiatric exanm nations in tort cases, to deternmine the 5
5 *extent of injuries, require approval in the sane manner as 5
5 *manner as ot her expert witnesses are subnitted. These 5
5 *exam nations rmust not take place without witten approval of 5
5 *t he opposing counsel, or a court order under Fed.R Civ. P. 5
5 *35. 5
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